Subject: Notice to Explain Regarding an Incident at the Workplace 
Dear [Employer's Name], 


| hope this letter finds you in good health and high spirits. | am writing in response 
to the recent incident that occurred at the workplace, which has raised concerns 
about my continued employment with [Company Name]. | fully understand the 
seriousness of the matter, and | would like to take this opportunity to provide an 
explanation and express my sincere remorse for my actions. 


To begin, | would like to acknowledge that | made a mistake, and | take full 
responsibility for my actions. | deeply regret my behavior and understand that it 
falls short of the standards expected by [Company Name]. However, | believe it is 
important to consider the circumstances surrounding the incident before making 
any final decisions. 


1. First and foremost, this incident was out of character for me. Throughout my 
employment, | have consistently demonstrated a strong work ethic, professionalism, 
and dedication to my role. My record prior to this incident reflects my commitment 
to [Company Name]'s values and goals. 


2. The incident in question occurred during a particularly stressful period. | had 
been dealing with personal challenges that were affecting my emotional well-being 
and decision-making abilities. Although this does not justify my actions, | want to 
assure you that steps have been taken to address these personal challenges and 
ensure they do not impact my performance in the future. 


3. | have been an active and valuable member of the team, consistently meeting or 
exceeding performance expectations. My contributions have been recognized by 
both colleagues and superiors, and | strongly believe that | possess the skills and 
expertise necessary to continue making meaningful contributions to the growth and 
success of [Company Name]. 


4. During my tenure at [Company Name], | have consistently demonstrated a 
commitment to self-improvement and professional growth. | am more than willing to 
participate in any necessary training or programs that would further develop my 
skills and help prevent any future incidents or misunderstandings. 


In light of the above points, | kindly request that you reconsider any intended 
actions of dismissal and allow me the opportunity to rectify my mistake. | am 
genuinely committed to learning from this experience and ensuring that such 
incidents do not recur in the future. 


| assure you that | have taken this incident seriously and have reflected upon my 
actions. | understand the trust that [Company Name] has placed in me, and | am 
determined to regain your confidence and trust through my actions going forward. 


Thank you for considering my explanation. | am available to discuss this matter 
further or provide any additional information that may assist in reaching a fair 


resolution. | remain dedicated to my role and committed to upholding the values 
and ethos of [Company Name]. 


Yours sincerely, 
[Your Name] 


[Employee ID/Department] 
[Contact Information] 


